Under Army's Central Resumix Database, how
will this supervisor receive a referral list for her
Budget Analyst vacancy?

Excellent question! Along with Army's new Centralized Resumix Database,
HQDA is fielding a number of new Staffing Tools that will more fully automate the
staffing process. One of these new tools is the Web-based Referral System.

Simply stated, selecting officials will receive referral lists in an
e-mail message from their servicing CPOC. It will look like the sample below:
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From:  Resumix Wsh Based Referral List [lze.lipscomb@asamra, hoffman, armmy.mil] Sent: Wed 7j3{2002 2:17 PM

To robert russell4@us. army. mil

Co:

Subject: Referral List # KENTELS4 (2 Attachments)

Referral List # KENTE154 -

1. Attached are 2 Adobe Acrobat PDF files (Referral list details, Candidate Resumes) corresponding to the referral list #
KENTE154 for your review.

L. The first attachwent contains the referral list by ewplovwent eligibility group. Te open this file, double click the
PDF attachment. Any special instructions will be contained on the first page of this actachment.

BE. The second attachment contains the resumes for each person on the list in the first attachment. To open this file,
double click the Znd actachment .

Z. Once you have wade your tentative sslscticons, click on the URL kelow. Note: If the link below dossn't work, copy and paste
the entire link (starting with "https://" and going all the way to the end of the link) into your Internet browser URL
address box end press Enter or Return on your keyboard.

https://128.190.160.170/staffing/ webcert/apps/ 75 EG2ES3EDS 005555923095 07" : : *KGw *1561320023768~0v" //*¢EG2 B0 B04 BSOS AFS AF S A0% AR
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3. Enter your AKO userid and password to access the application.

4. Make your selection(s)
Note:

L. If you select wore than one candidats, pull down the nswe of the first from the sselectes list and add the nawes of the
other selectees in the "I have selected the sbove candidates for the following reasons” block before you provide the reasons. |
Indicate that "I have also selected (name (s) of selectees)".

E. Document any candidates who expressed that they were not interested in the job in the "Note® block.

5. When you have made your selections and commented as necessary, enter the E-mail for the return address in the "Forward to

E-mail" hlock. Enter copy to E-mails in the "Copy to E-mail(s)" block as reguired. Separate multiple addresses in the "Copy
to E-wail(s)" block with a comma. =
RefList-KEM... ResumesK... —

(BSKB) (16KE) Ll

Note the two attachments at the bottom of this referral notification e -mail
message. The first attachment is the referral certificate and the second contains



the resumes of referred candidates. Clicking on the first attachment produces

results like these:

EE Aciobat Reader - [RefList-SWLTS03-110200231335PM. pdf]
@ File  Edit Document “Yiew Window Help

RS BB E | > M|« |[OR-T-B

| S0 - @||__°|@"35-'

CPOC Referral List

©

Ciala; 111072002

Bookmarks

Carificata lssuad Date: 17903008
EWLTEIL

Expralion Dala: 2REZ
Anncuncamant Humber: SH-02301-1

PEREONMNEL MANSCENENT SPECIALIET

Canificata Humbar:
Fosiion Tilka:
PP -Zeries Grade:

Thumbnzils

oF 19 Tamet Grade:

Orgarization: -
CRAC:

CPOC Rep:

CPAL Rap:

FERSACT Ma:

CPOC Phona: —
CPAL Phone:
Perlommanca Lavel:

T03-225.5011

Curan Crnded avd

|

4] W 10tz rm

#hstan | | |

gsx11in O H | R

= |

ﬁ @ |J regional r... | = IP .-’-'«ddres...l @ Moelle - ... I Microsoft | @ Referral L| [ Referral L| Iﬁ-hcmha...

The second attachment contains applicant resumes. Clicking on the bookmark
tab located in the column to the left directs the selecting official to that specific
applicant's resume. This is what will appear:

Acrobat Reader - [Resumes-KENTEL54-73200231651PM.pdf]
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Emka I. Hgda

Im Obsigarten 6
APO, AE 98567
DSMN: 221-6788
Work: 703-345-6789
Home: 301-645-46606
Email Address: ella.kent@@asamra. hoffman.army.mil
Typing words per minute: 60

WORK EXPERIENCE:

May we contact yvour current Employer? Yes

USA

1996 to Present. Hrs per week: 40, Personnelist, GS-201-SGT.
Arlington, VA 20323, John Bloe, (703) 325-1235.

Serves as the technical authority on the operation of the Army Civilian

Personnel Data System (ACPERS). Im doing this so Anand can see.

With HUNG AND ANAND. Second Testing.
Third testing with Ron.

Fourth testing.
Fifth Test. 4/29/2002

9/23/1994 to 9/8/96. Hrs per week: 40, Staffing Specialist, GS-212-12.
Alexandria . VA 20220, Mr. Smith, (703) 325-6547.

Amnalyzed products to ensure they serve the purpose intended and needs of the
user.

Hrs per week: 40, Receptionist, —. USC Uniwv.
Change, (212) 222-3434.

Served as principal Civilian Personnel Office functional expert/contact and
provides the full range of position management. position classification., and
staffing services in assigned organizational elements to all levels of line
management and employvees.

EDUCATION:

New York , NY

Steno words per minute: 140

USMCA.

USMAC.

09999, Mr.



The e-mail forwarded to the manager's AKO e-mail address includes instructions
for reviewing the referral list and resumes. When the selecting official is ready to
document the selection (s), he or she will click on the hyper-link contained in the
referral e-mail. The link produces the logon screen below. The selecting official
simply enters his/her AKO User ID and Password, and they are in!

SPECIAL NOTE: Only the AKO addressee has access to the referral
selection page. This is because the selection page can only be accessed
with that person's AKO user log-in. If the selecting official must delegate
selection authority to another person, the CPOC will need that individual's
AKO e-mail address. The referral can then be sent to the delegate for
action.

Another convenient feature of the web-referral tool is that the AKO e -mail system
allows users the option of forwarding e-mail to another e-mail account of their
choosing!

In addition, AKO log-in Help is available at the AKO portal if a user needs to reset
a forgotten password. AKO may be accessed at the following URL:
https://www.us.army.mil

When clicking on the Web-Referral link, the following logon appears:

7} Referral List - Microsoft Internet Explorer =

J fle Edt View Favortes Tools Help |

J $=back ¢ = - @ a2 | @Search [ Favarites @History ‘ %- Sh oy -

| Bdress (] tsffing/webrertapps/ 7 EBEI%EDY30%B8% 2% 30%A7 K 1561320023783 UEBIBONBO%BIHAF AP ok AEHF 22 AS AL BILEERETWAE ¥ (G0 Hunks z

Referral List

Home

Respond to Referral List

Please Logon

AKO User ID : [robert.russelld] |

Contact us

Password : |*******M

Wersion 1.0

US Army. &l rights reserved,
Unautharized access is prohibited, Usage will be monitared,

‘@ Referral List Home ’_|—é_" Internet




Acting on the referral list is very straightforward. The selecting official sSimply
uses the pull-down menu to make their selection, and to choose a first and
second alternate. A text box is provided for the selecting official to enter his/her
reasons for their selection. An additional text box is available to enter special
instructions or comments as illustrated below. Additional selections may also be
annotated here.
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Beferral list response
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Tuesday, July 0%, 2002

Raf. List & EENTE1S4 RPA sumdber -
Ref, List Issued Date WAz00z Expiration Date SeaLs2002

ror the Fosttion - SCATAL ASELITANT G5 - 40019 - 13

|1 have considered all of the candidates and have selected :

Bmleckem: | |--- Select a Canddate --- =
First Alternate : | [--- Seloct 2 Candidate --- =]
Second Albermate : | [~ Salact @ Canddae - =

1 have selected the above (al‘ldﬂ:l_ﬂ‘tﬁi for the l'l.'lllﬂ'N'll'!ﬂ FEasans

M=, Srmith possesses advanced tachnical expenancs diredly ralated to tha duties of this postion, Ma, Smith's resuma docaments that sha has the -
resceseary ckills, expensncs, educsbon snd bramirg to sucess=folly psrform in thiz jab,

a

|Moke

Lem, plas=s cortact meto discuss mosing up the sftective dats onthis hinng action. LI
mincersly, ___JI
bl

Robert Auszell DEN 8E6-0000

&1 Referal st rescornee RN

To save and submit, click on the "Save" icon in the upper left corner. Selecting officials
may also enter courtesy-copy e-mail addresses in the "Copy To E-mail(s)" box.

This completes the web-based referral transaction! Customers should contact their
servicing CPAC or CPOC if they have any questions, problems or concerns with the
Web-Referral Tools!

Remember!! Selecting officials must have an active Army Knowledge Online account to
use the web-referral system. Creating an AKO user account is simple and fast. For
more details click on this link! https://www.us.army.mil/




